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URG-612-79

MEMORANDUM FOR: Directer of Parsonnel
THROUGH : Deputy Director for Sciance and Technology

SUBJECT : Wﬁﬂiﬁ Quality Step Increase -
STAT

1. It {s recommeanded thd h be granted a STAT
Quality Step Increase in recognition o ne parformance of duty
during the perfod of 1 July 1976 to 31 December 1973.

2. L;;;;;::;;;;}GS-OG, Secretary-Typing, 1s assigned to the STAT
Support y gement Staff, Office of Researcn and Developuent.
firs. Smith's major duties 1include:

a. Secretary to the Branch Chief and the
Training Officer,

b. Secretary to the Logistics Officer,

¢. Time and Attendance Clerk for ORD,

d. Receptionist for Support Branch/MS and
Planning, Programming & Budgeting Branch/MS.

STAT

Additionally, maintains and controls a number of lists and
programs in support of the Office. These iInclude: CEMLOC, Blood Donors,
MHedfcal Evaluations, ORD parking stickers and rosters, and a log on

the routing of 2 large volume of Official Applicant and Official
Personnel files.

3. During the period covered by this memorandum, the Support Branch
was reduced from a four person office to two employees. This drastic
change was occasfoned by the retirement of the Support Bri ef. and
the extended sick leave of the Personnel/Training Officer. STAT
through a tremendous effort was able to mafntais continuity and stil)
keep up with the dafly demands of the Support Branch. This extracrdinary
situstion lasted for mearly six weeks watf] the assignmant of 2 mew
Branch Chlaf. Ouring the time 1L tesk “to get the aew boss up te sguad,"
tirs. Seith contiaued £o precess the Support Brasch pEperwerk, to ssiatain
the essentfal functions of the Srsnch, and to devets 2 gre¥t dm) of time
to easing the learning process fer the Branch Chief. Nrs. Smith

demonstrated, on 2 dafly basis, a resarkable ability te in cala under
pressure, 1o give freely of her knowledge of the O0ffice and the “ins™
and “outs” of procedural matters necessary to complete the tasks,
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a2nd to genarally show an excellent grasp of the overall reguirements
of the position and the Branch. The perfod from 1 August 1978 to

31 Decembar Y978 was a particulirly busy time Yor thls offics in

that several lenathy a coaplicated annual reports had to be
completed. Wi #1d and consideredle. sk11¥ and khowledpe,
the reports were completed and sudmitted properly. It must bs noted
that during this perfod, when the Branch was generally fa a state of
flux, ¥Mrs. Smith pever neglected her primary responsibilities but kept
ug‘ugigathta while taking on the addad dutfes of the Branch Chtef and
t v

Branch s fully staffed at the presant time

but coatinues to maintain & fine lYevel of parformance. It
is recommended, tharsfore, the be given a Quality Stap
increasse for amply demonstratd teristics of dedication,

rasponsibility, and the ability to apply her kaowledge and skills
effactively during an extended perifod of extraordinary haavy workload.

e

of
tesearch and Development

LAOHCUR:

Baputy Director for Sclence and Technology Tate
APPROVED .

e pivecter o Pareeaal Tats
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